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HEMORANDDM FOR: - CHYIEF, COMRUNICATIONS DIVISION

CHIEF,

SECURITY DIVICION

CHIEF, FINANCE DIVISION |
CHIEF, PRRSOMREL MIVISIGH

CHIEF, SERVICES IIVISION

CHIEF, PROJECTS SUFPORT DIVISION
CHIEF, LEGISLATIVE LIAISQH DIVISION

SUBJECT1 Hontaly Progress Heports

1. f%he present gystem of submitting weekly reports on the
activities of P& A divisions will be discontinued. Instead, monthly reports
will be required, and the itexs {0 be reported on for each division are as

follows:

1.

2.

3.

b,

Status of Personnol in Diviaion

(8) Total aumber of personnel. allowed under
approved fable of Organieation Ly sectiong

(b) Total number of personnel on duty by scections

(¢) Humber of personnel interviewed for whom actions
have been initiated

(d) Remaiming unfilled positions by sections

(e) Principal porsonnel problems wiich exist,
particularly with regard to key porsonnel.

Problens

Principal problems within the division and in dsalings
with CIC activities or other Covernment departments.

Accomplishments

Accomplia&mts which arc as a result dt meatings held
and any other outstanding accomplishments which indicate

. administrative progress.

Fature Plans

Future plans of the Givision, indicating the plan, the
pamer in which it should be accomplished, and the
problens involved in accomplishing samo.
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S. Volums

Volume, indicating bty item the statistical

volume of materisl handled within the divigion.
The report of the Finance Division will include
the status of funds with respect tO obligations
incurred during the month, liquidated obligations,
and unobligated balmmces.

2. It is suggested that Division Chief, P & A, require
sinilar reports from Cection Heads on which the overall division report
may be bhased.

3. Thess monthly reports will be rmade as of ths 30th day
of each month and must be submitted to the Executive for Personnel and
Adainistration on the 1st day of ithe following month,

STAT

~Golonel, AGD
Executive for Personnel and Admdnistration

STAT

Central Lecords (2)
Stayback
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